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Outlook – An Overview 
 
This document has been developed to assist GroupWise users to convert to using the Outlook email 
client.  Much of the content of this document came from a training document developed originally by C. 
Matthews at the USC Department of Computer Science and Engineering. 
 
This document is intended to cover the basics of using Outlook.  Another document will be made  
available that will  cover other functions within Outlook.  Neither of these documents is intended to 
make the user an ‘expert’. 
 
Email Privacy and Security 
Unlike GroupWise,  sending an email using Outlook is very much like sending a postcard.  It is NOT 
private.  Whether it is located on the email server or has been moved to an archive, the email can be 
read by anyone who has access to the storage location.  Therefore, it should NEVER contain sensitive 
information, such as SSNs. 
 
Viruses and Spam 
Outlook has a higher level of virus protection that previous versions of Outlook, but it is far from perfect.  
Always use caution when opening attachments.  Opening an attachment is the easiest way to get a virus 
through email.  It has happened to folks throughout the USC system including people here at USC 
Sumter. 
 
Email backups 
Backups of the university email servers are regularly done, but these backups are for disaster recovery 
only and not for retrieving accidentally lost emails.  Outlook provides users with multiple chances for 
email recovery if the email is less than a month old.  Deleted emails that cannot be recovered through 
the means provided by Outlook WILL NOT be recovered by CSD or UTS. 
 
Outlook Password 
Your Outlook userid and password is the same as your network userid and password.  You can change 
your password through VIP.  Please note: your VIP password IS NOT the same as your network 
password. 
 
Using Outlook 
Click on the OutLook icon on your desktop.  Until GroupWise is fully removed from your system, you’ll 
see: 
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Click on the down arrow to the right of Novell Default Settings until you see USC Exchange, then click 
OK.  You can also use the Down arrow key on the keyboard. 

 
 
Once the Groupwise email client is removed from your system, you will no longer see this screen. 
 
You’ll then see the login screen: 

 
 
In the username field, your username must be in the ds\username format.  Then put in your password in 
the appropriate field.  Outlook will then open, and you should see a window similar to the following: 
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On the left is the Navigation pane.  In the middle is the Display pane, and on the right, when viewing an 
email (Mail View), is the Reading pane.  When Outlook is first opened, it is in the Mail View. 
 
The Navigation Pane. 
In the Navigation pane is a list of folders for use in organizing email.  At the bottom of the Navigation 
pane are buttons to open frequently used features of Outlook, including Mail, Calendar, Contacts, Tasks 
Notes, and Folder List.  At the very top of the Navigation pane is the header which shows the view 
currently selected.  In the above, it is the Mail view. 
 
In the Navigation pane, you’ll see two groups: Favorite Folders and Mail Folders. 
 
Mail Folders is a listing of all folders in your email.  Users can add any folder to the Favorite Folders 
group to help make accessing these folders easier and quicker.  Simply right click on the folder desired 
and select “Add to Favorite Folders”.  The folder will then be displayed in the Favorite Folders group.  
Adding or deleting a folder from the Favorite Folders group does not move or delete the folder, it simply 
adds or removes a pointer to the folder. 
 
Outlook Email Folders 
 Inbox contains all received email. 
 Sent Items contains all sent mail. 
 Outbox contains messages that are waiting to be sent.  This folder will usually be empty;  
  however, if the exchange system is busy, or if you have selected the caching mode, it  
  may contain some items that have not yet been sent by the server. 
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 Drafts contains items that the user may be still working on.  This is the same as the Work in  
  Progress folder in GroupWise. 
 Deleted Items contains deleted items. 
 
Other folders, such as your Cabinet file and associated subfolders which you had in your Groupwise 
email will also be displayed in that file list.  Once your Groupwise archive is migrated to a format useable 
by Outlook, that will also be available to you. 
 
 
In the Navigation pane, you’ll notice a horizontal bar separating the list of mail folders from the buttons 
at the bottom of the pane, as shown below: 

 
 
This can be dragged down to provide more room for the folder list.  Buttons that are not displayed will 
automatically become icons at the bottom of the Navigation pane, similar to the following: 
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Clicking on one of the icons or buttons at the bottom of the Navigation pane will open that view.  Right 
now, the Mail View is still selected. 
 
Clicking on the small down arrow at the bottom right of the Navigation pane will bring up a menu that 
will allow configuration of which buttons/icons are displayed. 
 
In this document, it is assumed that the buttons have been pulled down to the point where only icons 
are available. 
 
If a folder in the Navigation pane folder list has a small + sign to the left of the folder, it indicates that 
folder has sub-folders. 
 
To see the contents of a folder, simply click on the folder.  Any emails contained within that folder will 
be listed in the Display pane and the selected message will be displayed in the Reading pane.  In the 
above example, the Inbox folder is selected (as shown at the top of the Display pane) and the Reading 
pane displays the email contents.  As you can see in the above window, the Display pane lists one 
message and the contents of the message is displayed in the Reading pane. 
 
If you are using Outlook 2007, you can ‘minimize’ the Navigation pane to make more room for the 
Display pane and Reading pane.  Simply click on the  ‘<<’ symbol in the upper right corner of the 
Navigation pane and it will minimize to the left hand side of the window, similar to the following: 



6 

 

 
 
To open it back up, simply click on the ‘>>’ symbol at the top of the minimized Navigation pane.  You can 
also minimize or maximize the Navigation pane by clicking on View, then pointing to Navigation pane.  
From the pop-up menu, select Normal, Minimized, or Off. 
 
If you are using Outlook 2003, you do not have the minimize option. 
 
With either Outlook 2003 or 2007, you can change the size of the Navigation pane by dragging the 
vertical separation bar to the left or right, thus changing the size of the Display and/or Reading pane. 
 
The Display Pane 
When the Mail view is selected in the Navigation pane, the Display pane contains a list of emails 
messages within the folder selected.  When in the Mail view, the Display pane is often called the 
Message pane because it contains this list of email messages.  In other views, the Display pane will 
contain other information appropriate to those views.  That will be covered in the portions of this 
document concerning those other views. 
 
You can select to have Outlook arrange the email list by groups.   For example, below is a listing of 
emails that are not grouped, but simply arranged by date (newest at the top): 
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To show the email list in the Display pane by groups, simply right click on the Arrange by Date bar near 
the top of the Display pane, select “Show in Groups” at the bottom of the pop-up menu, and the list will 
change to be similar to the following: 
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As you can see, the Display pane listing is now grouped according to when the email was received.  To 
change it back to an ungrouped list, simply right-click on the Arrange by Date bar, then click on “Show in 
Groups”.  The display will return to the previous mode. 
 
There are other display sorting options available that you can try to see which you prefer. 
 
Mailbox Main Display Appearance 
Some people like the Outlook display as shown in the previous figure.  However, others like it to appear 
in a different format.  As mentioned earlier, the Navigation pane can be minimized or made smaller.  In 
addition, the Reading pane can be moved to below the Display pane instead of to the right or can even 
be turned off entirely.  To select one of these options, click on View, then point to Reading Pane, then 
make your selection from the pop-up menu.  If you select Off, you will have to double click on a message 
to open it for reading. 
 
Mailbox size 
USC faculty and staff are allocated 300Mb of email storage.  All emails are stored on servers in 
Columbia; nothing is stored here except for archived emails (covered later). 
 
To find out how much storage you are actually using, click on the Folder List icon toward the bottom of 
the Navigation pane: 

 
 
The Navigation pane will change to include an area below the folder list similar to the following: 
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Click on Folder Sizes.  You should see the following: 

 
 
This display provides the following information: 

 The mailbox name (should be your name).  In this example, it is EMAILTEST, USCSUMTER 

 Size (without subfolders) is the size used by the name folder (all other folders including 
the Inbox are subfolders of this main folder). 

 Total size (including subfolders) is the total size used by all emails within your mailbox.  
It includes all the subfolders listed in the folder list pane.  This is the one you really need 
to pay attention to.  Once it gets to 300,000KB, you can no longer send emails until it is 
reduced.  If it reaches 400,000KB, you can no longer receive or send emails.  

 The size used by emails within each of the folders is listed within the folder list pane. 
 

 
Click on Close to close the window.   
 



10 

 

 
 
 

 
 
Then click on the Mail icon at the bottom of the Navigation pane  to return to the original display. 
  
Deleting Items 
You can delete any item listed in the main Outlook Display pane simply by highlighting the item, then 
clicking the Delete (X) button on the menu bar.  The items will be moved to the Deleted Items folder and 
will remain there for 7 days.  After that, they will be recoverable for another 30 days (See the next 
section - Recovering Deleted Messages) 
 
To permanently delete a message WITHOUT THE POSSIBILITY OF RECOVERY, highlight the message, hold 
down a Shift button and press the Delete key.  Permanently deleting a message will eliminate any 
chance of recovery of the message.  It will bypass the Deleted Items folder and will not be listed in the 
Recover Deleted Items list.  IT WILL NOT BE RECOVERABLE.  It is best not to use this option unless you’re 
absolutely sure this is what you want to do. 
 
Recovering Deleted Messages 
Outlook/Exchange gives you multiple chances for recovering deleted emails.   
 
First, if the message is in the Deleted Items folder (within 7 days of being put in the folder), it can be 
moved back into any other folder.  
 
Second, you can use the Recover Deleted Items option.  This will work on an item that has been deleted 
for up to 30 days.  Click on the Deleted Items folder, then click Tools, and select Recover Deleted Items.  
A new window will open with a list of emails available for recovery. 
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 There are three icons at the top left of the window.  You can point the mouse cursor to each of the 
icons to see what they do.  The first icon lets you Select All the messages in the list.  The second icon lets 
you Recover Selected Items.  The third icon lets you Purge Selected Items. 
 
To recover a deleted item, highlight the item in the list, then click on the Recover Selected Items icon.  
This will then move the selected item(s) back into the Deleted Items folder.  Then you can move them 
from there to any folder you want. 
 
Items that have been deleted longer than 30 days are not recoverable by any means. 
 
Sending Messages 
There are several things to be aware of concerning composing and sending email messages using 
Outlook. 
 
Email Message Formats 
HTML 
The default email format for Outlook is HTML.  This format allows for various backgrounds, nice text 
formatting and easy inclusion of images in the body of the email.  However, the HTML format is the 
most insecure of the available formats and is the format most likely to carry a virus.  HTML formatting 
also creates a message that is larger than the same message formatted in plain text.  However, for a 
number of different reasons, the recipient of an email may not be able to view images embedded in the 
email, and the result may make it difficult for the recipient to read your message due to the clutter 
caused by unreadable images.  It is recommended that images be sent as attachments. 
 
Rich Text 
Messages can be formatted as rich text, but many email clients are unable to read this format.  In other 
cases, some email clients may be able to read the message, but not  be able to open attachments that 
may be sent with rich text messages. 
 
Plain Text (recommended) 
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Plain text messages can be read by all email clients.  It is more secure than HTML, but the text cannot be 
formatted in the more fancy manner of HTML messages and images cannot be included in the body of 
the message. 
 
Email Security 
At present, the Exchange system within USC is unable to encrypt email messages.  The processes for 
providing this capability are still being evaluated.  So it is necessary to keep this in mind.  Unlike the 
GroupWise email system used at USC which automatically encrypted any email sent to any other 
GroupWise user within USC, Outlook/Exchange does not encrypt anything at this time.  Email messages 
stored on the server, and email messages that are archived can be read by anyone who may have access 
to them.  In fact, archived emails cannot be encrypted at all.  While access to emails stored on the server 
is quite limited, archives may not be.  Furthermore, the security of any email sent to anyone outside the 
USC system is unknown, so you should assume that it is not secure.  Therefore, you should not include 
sensitive information in any email to anyone. 
 
Selecting the Default Format 
At the main Outlook display window, click on Tools, then click on options.  When the Options windows 
appears, click on the Mail Format tab.  You should see the following: 

 
 
In the message format area field, click on the down arrow to the right of the field and select either 
HTML, Rich Text, or Plain Text (recommended).  The Internet Format button lets you opt to convert to 
HTML format any rich text emails that you send to internet recipients. 
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Click the Stationary and Fonts button to choose a ‘theme’ which can determine various styles and fonts 
in which your emails will be automatically formatted. 
 
Composing and Sending Messages 
When at the main Outlook display, click on New in the upper left corner of the window. 

 
 
If you’re using Outlook 2007, you’ll see the following: 

 
 
Outlook 2007 uses a new “Ribbon” toolbar panel, as you can see just below the Message command tab.  
It is similar to the Ribbon bar used in the other Office 2007 applications.  You can turn the Ribbon bar off 
or on by clicking CTRL-F1. 
 
If you’re using Outlook 2003, you will not have the ribbon  bar: 
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To compose a message, first click on the To button.  This will bring up the Global Address List display: 

 
A list of names that match will be displayed: 
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Please note that the names are displayed according to the way the HR office has entered the name in 
the system.  There is nothing that USC Sumter CSD can do to change that.  You may have some options 
through VIP. 
 
You can search by name only or, if you have Outlook 2007, you can have the system search through 
more columns of information.  For example, if ‘More columns’ is selected, you could then type in 
“uscsumter” and click on Go.  The display would then list all email addresses in the Global Address List 
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that have uscsumter as part of the name, such as: USCSumter Admissions.  

 
*****NOTE*****: It will not find names that have USCSumter in the email address, such as: 
bobt@uscsumter.edu. 
 
If you’re using Outlook 2003, you will not have the More Columns option. 
 
Note that, in the above list, some names have one type icon, and some have another.  Those names that 

have the following icon   or are names that are GroupWise addresses.  These will eventually be 

deleted when the GroupWise system is deactivated.  The names that have the icon such as 
ADMISSIONS, USCSUMTER or SGA, USCSUMTER are Exchange account addresses.  Exchange account 
addresses also usually have all CAPS in the name, whereas most GroupWise account addresses have 
both UPPER and lower case letters in the name. 
 
Once you find the name of the recipient, click on the To: button.  You can have multiple names in the To 
block.  You can also send copies of the email to others by using the CC block using the same method of 
entering names.  You can also include names in the BCC block.  If the BCC block is not displayed, you can 
click on the Options tab, then click on Show BCC to include the BCC block.  Once the names have been 
entered, click the OK button. 
 
Once the recipient’s names have been entered and the Select Names window has closed, tab to the 
Subject field and type in the appropriate information.  Then tab to the message field and compose your 
email. 

mailto:bobt@uscsumter.edu
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Attachments 
To attach a file to an email, simply click on the Attach File icon on the Ribbon bar, then select the file you 
wish to attach.  To attach another email, simply click on the Attach Item icon, then select the item you 
wish to attach. 
 
By default, Outlook blocks potentially unsafe attachments, including files ending with .bat, .exe, .vbs, 
and .js.  These are file types that might contain viruses.  If you try to attach such a file to an email, you 
will be asked whether you want to send a potentially unsafe attachment.  In addition, many email 
firewalls now block attachments considered to be unsafe.  It may be necessary to use WinZip or another 
similar program to include attachments that may otherwise be blocked by firewalls.  If you send an 
attachment to someone and find out that attachment has been blocked, please keep in mind that there 
is nothing that CSD can do to change that. 
 
Once a file is attached, the file name(s) will appear in a small field just below the subject field.  If you 
decide to remove an attachment, you can simply click on the attachment name and press Delete. 
 
Setting the Message Importance 
Before you send a message, you may want to change the Importance Level of the message.  Routinely, 
Outlook sets the Importance Level to normal.  On the Ribbon bar or Tool bar, you can click on High 
Importance or Low Importance.  Whatever you select will be highlighted.  Clicking on the highlighted 
selection will reset the Importance Level to normal. 

When a High Importance message is received, the recipient will see an Exclamation Point icon in 
the message listing in the Display pane. 

When a Low Importance message is received, the recipient will see a Down Arrow icon in the 
message listing in the Display pane. 
 
At this point, you are ready to either send the message or save it as a draft. 
 
Saving a Draft 
Whenever you are ready to save the email as a draft, simply click on the X in the upper right corner of 
the message window.  You will be asked if you want to save the changes.  Click on Yes and the message 
will be saved as is in the Drafts folder. 
 
Sending the Message 
When you have set the importance, attached any files, composed the message and addressed it to 
any/all concerned, simply click on the Send button on the Ribbon bar. 
 
Please keep in mind that there are hundreds of thousands of email messages each day that come into 
and go out of the USC system.  There are occasions when email delivery may be delayed due to volume 
or other problems. 
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Receiving emails 
When an email is received, it will be listed in your Inbox.  Click on it once to view the message (if you 
have the Reading pane displayed), or double click the message to open it in a separate window. 
 
If the email contains an attachment, the Inbox listing will have a paperclip icon next to the message.  
Depending upon the arrangement of the Display pane, the paperclip may be located on the left or the 
right of the message display. 

 
 
When you click on the email that has an attachment: 

 
 
or double-click on the email that has an attachment 



19 

 

 
the attachment will be listed.  In some cases, you can click on the attachment and it will display.  In 
other cases, you may get an error message indicating that there is no viewer available for the type 
attachment.  You’ll then have to select the application you want to use to open the file.  If you 
experience this, it is usually best to save the file to a location on your system and try to open it later.  In 
some cases, it may be that you do not have the software available to open the attachment.  If that is the 
case, you may have to request that the email be resent with the attachment in a format that you are 
able to use. 
 
Printing 
Once you have the contents of an email displayed, you can print it to your default printer simply by 
clicking on the print icon on the toolbar.  If you want to be able to select the printer to which the email is 
sent, you can click on File, then Print, or CTRL-P, then select the printer to use from the pop-up window. 
 
Creating a Signature in Outlook 
You can automatically include items such as: your name, phone number, fax number, title, etc., that will 
automatically be added to the end of your emails. 
 
Outlook 2007 
At your Outlook main window, click Tools, then Options, then click on the Mail Format tab.  Then click 
the Signatures button in the bottom right area.  You’ll see: 
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Click New.  You’ll see:  

 
 
Type in your name and click OK.  You’ll return to the previous window and your name will now be 
displayed in the ‘Select signature to edit’ pane.  Type in your name and any other information you want 
to include in the ‘Edit signature’ pane.  Click Save. 
 
To apply your signature, click on the drop-down arrow to the right of ‘New messages:’ and select your 
signature.  Do the same for ‘Replies/forwards:’ if you want.  Click OK, then click OK again to close the 
Options window. 
 
Outlook 2003 
At your Outlook main window, click Tools, then Options, then click on the Mail Format tab.  Then click 
the Signatures button in the bottom right area.  You’ll see: 
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Click New.  You’ll see:  

 
 
Type in your name and click Next.  You’ll see: 
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Type in your name and any other information you want to include in the ‘Edit signature’ pane.  Click 
Finish, then click OK.  When you return to the Options window, you should see the following: 
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Note toward the bottom of the window, in the Signatures area, you should select the name of the 
signature that you just created in both the ‘Signature for new messages:’ and the ‘Signature for replies 
and forwards:’, so that your signature will automatically be appended to each email you send, reply to, 
or forward. 
 
Contacts 
To create a new Contact, click on Contacts in the Navigation pane.  You’ll see a window similar to the 
following: 
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On the toolbar, click New and the Contact form will open: 
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If you’re using Outlook 2003, the Contact form will not have the Ribbon bar, and it will appear slightly 
different than shown above.   
 
Type in the name of the contact in the ‘Full Name’ box.  You can type in other information if you desire 
in the various boxes.  Type in the email address of the contact in the ‘E-mail’ box. 

 
 
Click ‘Save and Close’ in the upper left area of the window.  Remember, if you’re using Outlook 2003, 
you’ll not see the Ribbon bar.  The entry you made will now be in your contacts list. 
 
You can also create a contact from within an email that you have received and opened.  Right click on 
the name (or email address) of the person from whom you received the email, then click Add to Outlook 
Contacts.  The contact form will open with the email address and the name (if given).   Then click ‘Save 
and Close’. 
 
You can change the way your contact information is displayed when you open the Contacts folder.  
Simply click on one of the listed display layouts within the Current View pane.  Try several and see which 
one suits you best. 
 
To create an email to a contact, right click on the contact name, then select Create from the drop-down 
menu, or click on the contact name, then click on the ‘New message to contact’ icon on the toolbar. 
 
Distribution Lists 
You can create distribution lists for your own use.  Click on Contacts in the Navigation pane.  Click on the 
down arrow just to the right of the ‘New’ button.  From the drop-down menu, select ‘Distribution List’ 
and the form will open. 
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In the name block, put in the name you want to use for this distribution list.  Then click on the ‘Select 
Members’ button on the Ribbon bar.  If you’re using Outlook 2003, click on the Members tab.  You’ll be 
able to choose names from either the Global Address List or any other contact list/address book that is 
listed. 
 
When you’re finished, click ‘Save and Close’.  The distribution list will be added to your Contacts folder.  
You can address an email to a distribution list simply by typing in the name you assigned to the 
distribution list.  When the email is sent, it will go to all the addresses that are included in the 
distribution list. 
 
Calendars 
Click the Calendar icon in the Navigation pane.  You will see a display similar to the following: 
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The first time you open the calendar, the Day view will be displayed in the Display pane.  You can change 
the view by clicking on the Day, Week, or Month tab at the top of the Display pane.  Depending upon 
what tab is selected, the Date Navigator calendar in the left pane will highlight the date(s) being 
displayed in the Display pane. 
 
The Date Navigator is the calendar in the upper left pane.  It allows you to click on a particular date, 
select a group of consecutive dates, and so forth for  display in the display pane.  
 
Clicking on the left or right arrows in the Date Navigator calendar pane next to the name of the current 
month will change the current month back or forward.  The Display pane will change as required. 
 
Creating Appointments 
Outlook lets you create an appointment for your own information as well as allowing you to invite 
others to an appointment. 
 
To create an appointment for yourself, click the Calendar icon in the Navigation pane, then click New on 
the toolbar.  You should see the following: 
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Those using Outlook 2003 will not have the Ribbon bar, so the display will differ slightly from that shown 
above. 
 
In the Subject field, type in a name for the appointment.  In the Location field, type in the appropriate 
information. 
 
If necessary, select the date, then fill in the Start and End times.  In the message block, put any other 
information you think would be important.  Then click Save and Close.  This will return you to your 
Calendar view.  You should now see the appointment listed in the Calendar for the appropriate day. 
 
Inviting others to an appointment 
In the Calendar view, click on New.  You’ll see the Appointment screen appear.  Put the appropriate 
information in the Subject and Location fields.  To find out what day and time you may have available for 
the meeting, click on the Scheduling button on the Ribbon bar.  You should see the following: 
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You can use the scroll bar at the bottom of the graphic display.  As you can see above, there is a meeting 
scheduled from 2:00pm to 4:00pm on the current day, but nothing is scheduled for the rest of the day, 
or for the next day up through 2:00pm. 
 
To invite others to attend the meeting, click Invite Attendees button on the Ribbon bar.  Then click on 
the Add Others button at the bottom of the display.  Click on Add from Address Book in the pop-up 
menu, then find and add the names from the Global Address List.  You can make the appointment 
required or optional by selecting the appropriate field at the bottom of the window.  If their calendar 
information is available in Exchange, their schedules will also appear in the row assigned to them. 
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As you can see from the above display, Collins and McDaniel do not have any information to display in 
their calendars.  Once you have determined a time for the appointment, click on the Appointment 
button again to return to the Appointment window.  Once the information is typed into the message 
area, you can click on Cancel Invitation, or click on Send.  You will get a copy of the invitation and you 
will be notified when each selected attendee responds. 
 
Recurring Appointments 
In the Calendar view, click on New to open the appointment window.  Fill in the starting date and and 
the start and end times for the appointment.  Then click on the Recurrence button on the Ribbon bar.  
You should see the following: 



31 

 

 
 
The display for Outlook 2003 will differ slightly from that shown. 
 
The start and end times are shown in the Appointment time area.  Select the recurrence pattern.  Then, 
in the Range of recurrence area, the start date you selected should be shown.  You can select No end 
date, End after X occurrences, or End by (date).  Once you have properly set up the recurrences, click 
OK.  You will be returned to the Appointment window.  Then type in whatever information you want to 
include in the message box. 
 
When you are ready, either click on Save and Close (if it is for yourself) or Invite Attendees (if it includes 
others) to send this to others as well. Add the attendees as was shown in the previous section. 
 
Delegates 
This was called Proxy in GroupWise.  At the main Outlook window, click on Tools, then select Options.  
When the Options window opens, click on the Delegates tab.  You should see the following: 
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Click on the Add button.  The Add Users window opens.  Select the person to whom you want to 
delegate access to your mailbox from the list, just as if you were addressing an email.  Once the person 
has been selected, click the Add button (or just double click on the name), then click OK.  The following 
screen will appear: 
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This window allows you to assign various permissions to the person you have selected as a delegate.  
You can select the permissions for Calendar, Tasks, Inbox, Contacts, Notes, and Journal.  Use the down 
arrow to the right of each field to select the permissions for each selection. 
 
You should make sure to place a check mark by “Automatically send a message to delegate summarizing 
these permissions”.  This will notify the delegate of the permissions you have assigned.  Then click OK. 
 
You will be returned to the Options window.  Click on OK.  The delegate you have selected will receive 
an email. 
 
Removing Delegates 
If you decide to remove a delegate’s access to your mailbox, click on Tools, then Options.  When the 
Options window opens, click on the Delegates tab.  In the list of delegates, select the name of the 
delegate you want to remove, then click Remove.  The name will be removed from the list.  Click OK. 
 
Accessing a Delegator’s inbox 
Once you have been assigned permissions as a delegate, you can access the delegator’s inbox, assuming 
that permission was assigned.  On the Outlook menu bar, click on File, then select Open.  On the pop-up 
menu, click on Other User’s Folder.  In the Open Other User’s Folder box, type in the delegator’s 
username, or click Name and do a search through the Global Address Book.  In the folder type, Inbox 
should appear.  Click OK.  The contents of the delegator’s inbox will be displayed in the Display pane.  
Use the same procedure to access the delegator’s other items, selecting that item in the folder type. 
 
Archives 
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Archiving email allows you to keep emails indefinitely.  However, it is important to understand that, 
unlike a Groupwise archive, an Exchange archive IS NOT encrypted.  That means that anyone who has 
access to your computer can, with some effort, get access to your archive(s) and read them. 
 
*****NOTE*****: the following simply creates an archive file for the Inbox.  To archive a folder, click on 
File, then click on Archive.  You’ll see the following: 

 
 
Make sure that ‘Archive this folder and all subfolders:’ is selected.  If desired, check the box next to 
‘Include items with “Do not AutoArchive” checked’. 
 
Click OK.  An archive folder will be created and emails in the Inbox that are older than the date entered 
will be moved to the archive. 
 
To have an Archive folder listed in the Navigation pane folder list, if it is not already listed, simply click 
on File on the menu bar, then select Open.  On the pop-up menu, click on Outlook Data File.  In the 
resulting pop-up window, select the archive file to list.  Archive files are <name>.pst files.  Once you 
highlight the file you want listed, click OK.  That archive will now be listed in your Navigation pane. 
 
Exchange Email SPAM filtering 

USC is using a SonicWall firewall email SPAM filtering system for mail coming into the USC system.  Each 
user has an account in the system. 
 
When you open either Outlook or OWA , you may periodically see an email from the SonicWall system: 



35 

 

 
 
 
It will be from MySpam Junk Summary and the subject will be ‘Summary of junk emails blocked…..’: 
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When you open the email, it will provide some information about junked emails: 

 
 
As you can see, in this email, 131 emails to me were junked as SPAM. 
 
In addition, if you scroll farther down, you’ll see a listing of emails to you that were junked by the 
system: 
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you can view any junked email to see if it is something you need to get, or you can simply select Unjunk 
to the left of the email if you know by the address that it is something you need to get.  If you select to 
Unjunk the email, you’ll see a screen similar to the following: 

 
 
Read the message closely before you answer Yes or No.   

 
 
Either answer will unjunk the mail and put it in your email inbox.  The only way to cancel the Unjunk is 
to simply click on the X in the upper right corner and close the window. 
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You can also access the SonicWall system through the web at:   myspam.mail.sc.edu   through your 
browser.  For this document, Internet Explorer was used.  Other browsers may display screens a bit 
different from what is shown here.  You may have to login to the system: 
 

 
 
Type in your username and password; make sure ds is in the Domain field, then click the Login button.  
You should see a screen similar to the following: 
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It is different from the screen you will see when you open the junk mail summary email you get from the 
system.  This screen will only display a limited number of emails (in this case only 25) at a time, but the 
number is selectable and you can page through the displayed emails. 
 
If you know from the information displayed that you want to unjunk an email, simply click on the box to 
the left of the email.  When you have selected all that you want to unjunk, click on the Unjunk button 
and the selected emails will be sent to your email inbox. 
 
To view a message, click on the Subject listing of the message.  You will see something similar to the 
following: 
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or you may see something similar to the following: 

 
 
Some others may be differently from these.  If you want, you can unjunk the message by clicking on the 
Unjunk Message button. 
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In the upper left portion of the main page of the junk mail listing,  

 
 
you have other options with which you can customize the filtering system to your particular needs.  
Clicking on the down arrow by each of the headings will expand the menu: 
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Clicking on People, for example, will bring up a listing of Allowed addresses: 

 
 
Any email address on this Allowed list will automatically be allowed through to your inbox.  
 
As you can see, some of the email addresses have the check box greyed out.  These are addresses that 
have been added by the system administrators in Columbia and cannot be changed by the user.  
Addresses that are not greyed out are those that you have, at some point in time, unjunked and added 
to the allowed list.  If you desire to remove one or more of the addresses that are not greyed out, simply 
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place a check mark by the address(es) then click delete.  If you want to add an address, simply click the 
Add button then fill out the information in the pop-up window. 
 
 If you click on the Blocked tab, you’ll be taken to the listing of blocked addresses.  When you first access 
the system, there likely won’t be any blocked addresses.  In this area, you can add specific email 
addresses that you want blocked.  If an email from that address is received by the system, it will be 
blocked from going into your inbox. 
 
Clicking on Companies or Lists will bring up a similar screen with either Domains allowed/blocked or 
email Lists that are allowed/blocked.  A Domain is the information after the @ sign in an email address.  
This is something that you want to be careful with.  For example, if you get a lot of junk from 
bobt@yahoo.com and you decide to add yahoo.com to the Domains blocked, you will no longer receive 
any email from anyone with a yahoo.com address.  Conversely, if you add yahoo.com to the Domains 
allowed list, any email from anyone with a yahoo.com email address will be allowed into your inbox. 
 
Under Anti-Spam Aggressiveness and Foreign Languages, you can use the default settings (Corporate 
Default) or you can choose your own settings. 
 
Under the Settings|Spam Management option, you can select to use the defaults or choose your own 
settings. 
 
The Settings|Delegate option allows the mailbox owner to give access to and control of the junk mail 
and settings to someone else. 
 
The Settings|Junk Box Summary option allows the mailbox owner to determine how often summary 
emails of junked mail addresses to the owner is sent to that owner.  Again, the owner can select to use 
the defaults or choose their own settings. 
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